Macromedia Contribute Instructions for Reviewers

(Questions: contact Debbie.Boeckman@dnr.mo.gov)
Draft Instructions

Provided by ITSD-DNR Web Section Staff
Updated Dec. 1, 2005

To use Macromedia Contribute, a connection "key" will be sent to you as an attachment through e-
mail by the Web section staff. By double clicking the attachment, the connection "key" will generate
your Contribute Web access connection. Please fill in the blanks similar to what is in the screen
below. The password should have been given to you through e-mail or verbally from one of the Web
section staff.
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Reviewers cannot insert photos, tables or anything else into an HTML file. A reviewer can cut, copy
and paste text only. However, when moving text around any named anchors won’'t be moved with the
text. The Reviewer has to work with the Writer to have any code changed.
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When you open Contribute you will see the following screen. The second large white space on the
screen is where Web section staff will post updates or notices for all maintainers to read.
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You can click on the department name in blue to begin browsing the department’s Web site. By
default your connection “key” will have configured Contribute to begin browsing your program or
division Web area. You are browsing the live Web site.

While you are browsing the Web site within Contribute, if you click on a link that opens in a new
window the new link/page will open in Internet Explorer instead of Contribute. If you want to edit the
linked file you can copy the address bar from within Internet Explorer and go back into Contribute and
paste the address in the Contribute address bar.



Once you are browsing the Web site you will see the screen below which is similar to what you see in
Internet Explorer. Some of the options seen in the graphic below have been turned off for your
convenience. You should, however, pay attention to the icons in the two rows above the department

banner.
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For reviewers you will see the Publish icon as seen in the screen above.
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Recent News

Department to Open New Satellite Office The Department of Natural Resources and h
Missouri State University will host a regional drinking water planning conference on the No
campus Nov. 220 A ribbon cutting will be also held for a new department satellite office, to
on the university's campus. kore

Department Resumes Program to Save Financial, Natural Resources Departrnent D
Doyle Childers recently announced that the department is again accepting applications for
Energy Loan Pragram. Funds are now available to resume making low-interest loans for er”
efficiency projects to local governments, schools and universities. More

Civil War Medicine Arrives At Capitol The department will open a ternporary exhibit on
rnedicing in the State Capitol in Jefferson City. The exhibit, which is located on the north 5
Capitol rotunda, will focus on the medical efforts made west of the Mississippi River during
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More news releases...

A draft is not live on the Web
site until it is Published by an
Administrator or Reviewer.

On the screens to the left, you
will notice in the top left corner
there is a section called Draft
Console, it is titled Pages in
the top left corner. In this area
you will see pages waiting for
you to review or pages you
have in draft waiting to be
worked on. You can close the
two gray “windows” that are
the Pages and How do I... by
clicking on the little left arrow
in the middle of the screen
between the gray “windows”
and the Web page as
displayed in the red circle in
the screen to the left.
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Once in Page Properties you can/must edit the Page Title which should be similar to the heading on
your HTML page. However, all page titles must have MODNR somewhere in the title, preferably
as the first part.



Text options can be changed by using the Styles provided by the Web section staff within the
Cascading Style Sheet (css_maindnr.css). They are available by clicking on the down arrow in the
second row of icons at the top of the page. You can see the styles from the screen below.
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We have added two Styles to your choices. They are photoleft and photoright. After inserting a
picture/graphic you can left or right align it then text will flow around it. This is new from what we
used to do by inserting a table, aligning it then inserting the photo inside the table. This should help
all maintainers.

Two useful tools in Contribute that were also available in Dreamweaver are Insert — Special
Characters and Format — Check Spelling.



There is also another option of sending a file for review to someone who does not have Contribute.
This may be needed for those who are not reviewers but want to see someone’s work in progress.
Click on Send for Review then select Send e-mail with a link to a preview of the draft.
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Feel free to call anyone of the Web section staff for assistance. They are Debbie Boeckman, Tricia
Helton, Connie Schmidt, Paul Schelich and Laura Teasley.

We have a list of department Web maintainers and their Web reviewers on our Intranet at
http://intranet.dnr.state.mo.us/computers/web-maintainers.doc. We also have a list of DEQ Web
content contacts on the Intranet at
http://intranet.dnr.state.mo.us/alpd/webresources/program_contacts.htm.

For your convenience we are also including where DEQ has a list of their Web tips and tricks at
http://intranet.dnr.state.mo.us/alpd/webresources/web _tips_tricks.htm.



